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Cl ass Specifications
for the

SUBSTANCE ABUSE SPECI ALI ST SERI ES

Series Definition:

This series includes those classes which require the
application of the principles and practices of professional
substance abuse treatnent services in the performance of such
assignments as providing al cohol and/or drug treatnent services
to individuals; performng staff support functions which include
program devel opnent, nonitoring and eval uati on and staff
devel opnent and training; and supervising the provision of
subst ance abuse treatnent services.

Subst ance abuse treatnent is concerned with finding the
appropriate neans to help users elimnate al cohol and/or drug
abuse through a process of professional work in substance abuse
assessnment, treatnment planning and inplenmentation, education,
counsel ing, discharge planning and other related rehabilitative
servi ces.

The goals of treatnment are to: help al cohol and/or drug
abusers achi eve a substance-free lifestyle, maximze their
aspects of life functioning, prevent or reduce the frequency and
severity of relapse, and reduce the inclination to crim nal
behavi or often associated with al cohol and drug abuse. While
there are general treatnent goals shared by nobst substance
users, there are also distinctive treatnment goals that are based
on the users’ individualized needs as determ ned through
assessnment by the Substance Abuse Specialist (SAS). Post
treatment goals for the user, including aftercare or continuing
care are al so addressed.

A position in this class may serve as a nenber of a multi-
di sciplinary team conprised of certified or |licensed
practitioners, social workers, and/or other public or private
rehabilitative enpl oyees, groups or agencies collaborating on
mul ti-disciplinary assessnent, devel opment and inpl enentati on,
and eval uation of individualized treatnent plans ainmed at
hel pi ng users overcone their al cohol and/or substance use;
i ndependently conducts a variety of educational, treatnent and
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t herapeutic related classes; and participates in the

devel opnent, eval uation, and nodification of program policies
and procedures, treatnent approaches, and devel opnent and

nodi fication of substance abuse treatnent education and rel ated
t herapeutic classes and curricul um

The performance of such work requires know edge of the
general principles, nmethods and techni ques of substance abuse
treatment, counseling, case nmanagenent, and the concepts and
t heori es which guide their use; fundanental know edge of
phar macol ogi cal properties and effects of psychoactive
substances on users; fundanental concepts of behavioral,
psychol ogi cal, social and health effects of psychoactive
substances on users; al cohol and drug use continuumin
i ndi vi dual s; varying causes of addiction; the relationship
bet ween substance use and infectious diseases, including HV and
AIDS; the effects of chronic substance use on consuners, their
famlies and significant others, and communities; the role of
famly, social networks and conmunity systens as assets or
obstacles in the treatnent and recovery process; interview ng
t echni ques; work planning; and the ability to establish and
mai ntai n effective working rel ationshi ps; and communi cat e
effectively orally and in witing.

Cl ass Distinctions:

Classes in this series are distinguished fromeach other by
di fferences in:

1. the conplexity of work in ternms of the nature,
variety, and difficulty of work assignnents; scope and
| evel of responsibility; and the inpact of the work on
ot hers or on program operati ons;

2. t he depth and breadth of know edge and abilities
required to plan, develop, inplenment and eval uate
service plans and/or services and prograns; and

3. the nature and extent of supervisory control exercised
over the work performed which limts the scope of
wor k, the independence with which it is perforned, and
the nature and finality of decisions.
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This is the first specification for the new SUBSTANCE ABUSE
SPECI ALI ST seri es.

Effective Date: 6/24/02
DATE APPROVED: 6/ 24/ 02 / s/ Sharlene K. Hara

DAVI S K YOd
Director of Human Resources Devel opnent

SUBSTANCE ABUSE SPECI ALI ST |11 3.424
SUBSTANCE ABUSE SPECI ALI ST |V 3. 425

Di stingui shing Characteristics:

Conpl exi ty:

Level 111: The fully trained and experienced substance
specialist is responsible for independently providing substance
abuse intervention treatnment services to the full range and
vari ety of users.

Exanpl es of typical cases assigned to this |level are
characterized by a range of users with mninmal history of
substance abuse, who may have m nor nental health, physical
domestic, social, econom c or other problens, and therefore have
a high probability or recovery/abstinence fromfurther substance
use, to users with significant substance abuse history, severe
nmental health, physical, and nultiple donestic, social, economc
and ot her problens, and therefore have a high probability of
recidivismand crimnal activity. The |ess conplex cases nay be
resol ved without requiring intensive individual professional
subst ance abuse counseling, treatnent, education, and
rehabilitative services, while the conplex cases nay require
nore intensive and continuous individual professional substance
abuse counseling, treatnent, education and rehabilitative
servi ces.

Level IV: The senior-level substance abuse speciali st
i ndependent|ly provides the nost intensive and conti nuous
pr of essi onal substance abuse counseling, education and
rehabilitative services for the nost conpl ex cases.
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A typical caseload at this level is predom nantly conprised
of users with significant al cohol and/or substance abuse
probl ens, as evidenced by a history of substance abuse, and
ot her significant coexisting problenms) such as severe nental
heal th, physical, nultiple donmestic, social, economc, and other
probl enms; and a high probability of recidivismand crim nal
activity. Substance dependency and ot her coexisting problens
are so severe as to require individual, frequent, and conti nuous
treat ment contact between the SAS and the user.

Supervi sion Received: Wrk is performed under the general
supervi sion of a higher |evel Substance Abuse Specialist and
supervision is normally received through regularly schedul ed
conferences and the review of case records, reports and
correspondence. The supervisory conference is utilized for
di scussi ng and receiving guidance on difficult or problemcases,
and evaluating the effectiveness of work perforned.

Ful | Performance Knowl edge and Abilities: (Know edge and
abilities required for full performance in the above cl asses.
The | evel of know edge and abilities required are comensurate
with the scope and I evel or conplexity of the duties and
responsibilities for the Substance Abuse Specialist IIl and IV
| evel ).

Know edge of: Goals, objectives, principles, nethods,
standards and techni ques of substance abuse treatnent,
counsel i ng, case nmanagenent, and the concepts and theories which
are guides for their use; fundanmental concepts of
phar macol ogi cal properties and effects of psychoactive
substances on users; fundanental concepts of behavioral,
psychol ogi cal, social and health effects of psychoactive
subst ances on users; alcohol and drug use continuumin
i ndi vi dual s; varying causes of addiction; the relationship
bet ween substance use and infectious diseases, including HV and
Al DS; the effects of chronic substance use on individuals, and
the collateral effect on their famlies, significant others and
communities; the role of famly, social netwrks and community
systens as assets or obstacles in the treatnent and recovery
process; interview ng techni ques; work planning; case
docunentation and report witing; confidentiality policies;
community resources and the services they provide; State and
federal regulations, |aws, and directives governi ng substance
abuse treatnent prograns; and departnental policies and
pr ocedur es.
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Ability to: Recognize and identify social, behavioral
enotional problens and needs of chem cally dependent persons;
screen persons for substance use using questionnaires and ot her
screening instrunents; identify the existence of specific
al cohol and/or drug use disorders through an assessnent which
apprai ses the severity and course of the disorder(s), and
identifies the user’s strengths, weaknesses, and individual
needs; devel op treatnent plan(s) based on the assessnent of the
user; prepares for and conducts educational classes on al cohol
and substance use; speak before groups, lead and facilitate
interactive group activities; counsel individuals and groups of
users and/or famly nenbers; establish and maintain rapport and
engage persons havi ng psychosoci al and behavi oral probl ens;
integrate therapy with events in the user’s life including
having contact with their famlies, significant others, fornmer
enpl oyers and the community, etc.; establish and nmaintain
effective working rel ationships with co-workers, departnental
and ot her public or private agency staff; comunicate clearly
and effectively, orally and in witing; recognize and treat or
refer users in crisis in a tinely manner; collect, eval uate,
interpret facts and recommend or take appropriate action;
docunent observation of behaviors, attitudes, and progress;
mai ntain records and wite reports; manage tinme and avail abl e
resources; read, interpret and explain State and/or federal
regul ations, laws, and directives; and assess and eval uate
program defi ci enci es and reconmend i nprovenents.

Exanpl es of Duties: (Positions may not be assigned all of the
duties, nor do the exanples necessarily include all the duties
that may be assigned. The om ssion of specific statements does
not preclude managenent from assigning such duties if such
duties are a |ogical assignnment for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)

1. I nterviews users through face-to-face interviews in order
to obtain additional information regarding their domestic,
soci al, environnmental, physical and/or nmental health
problens in order to assess their probability for
recovery/ abstinence from al cohol and drug use, and to
recogni ze users with multiple problens who may have a nore
difficult tinme recovering.

2. Reviews interview information, records, and information
fromother sources in order to screen, assess, and devel op
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an individualized treatnent plan for al cohol and/or
subst ance abuse i nterventi on.

3. Gai ns the user’s cooperation and support of the treatnent
pl an by providing information about the program s benefits,
for exanple, reconciling with famly nmenbers and
encouragi ng significant others to be supportive of the
user; encouragi ng enployers to keep the user enployed while
he or she is in treatnent; and convincing the user to
bel i eve he or she can overcone addiction.

4. | mpl ements the individualized treatnent plan by providing
services directly and/or through referral to other
provi ders; evaluates and nodifies the plan as needed in
order to pronote recovery and absti nence from al cohol
and/ or substance use, and to address donestic, social,
econom ¢, environnmental, physical and/or nental health
probl ens, needs and behavi ors.

5. Provi des case managenent in order to ensure that
individuals are directly provided or referred to avail abl e
services or prograns that will benefit their individual

needs (e.g., vocational training, social reintegration
opportunities, grief counseling, renedial reading, etc.).

6. Prepares for and i ndependently conducts the full range and
vari ety of educational, substance abuse treatnent, and
therapeutic related classes (e.g., life skills including

probl em sol vi ng, planning, and budgeting; cognitive skills,
al cohol and drug education, substance abuse treatnent, dual
di agnosi s, transition, relapse and prevention, etc.) for
groups of users in order to informusers on the
consequences of substance dependency, and to provide
socially positive alternatives.

7. Conducts group counseling and interactive sessions by
integrating topics covered in educational sessions to the
users’ own personal history and sel f-awareness including
confrontation of their behavioral, enotional and soci al
probl ens; problem solving, role playing, and reinforcing
attitudes and behavi or that support recovery, and a cl ean
and sober life-style.

8. Provi des individual counseling to users in order to provide
gui dance, answer questions or address concerns, determ ne
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need for supplenental services, and avert crisis situations
in accordance with established policies and procedures.

9. Est abl i shes and maintains |iaison and cooperative working
rel ati onships with coworkers, other departnental and
facility staff, public and private agencies in order to
facilitate services to users.

10. Docunents the user’s attitude, behavior and overal
progress in the substance abuse treatnment programin a
witten report for the case record, for use in any further
treatment consideration, and for the information of other
staff, such as social workers.

11. Monitors, reviews and eval uates the progress of users as
t hey work through the treatnment program phases, makes plan
nodi fi cati ons as necessary, and nmaxim zes opportunities for
users to succeed.

12. Refers users to other specialists within the
agency/facility and appropriate self-help groups or
comunity resources (e.g., Alcoholics Anonynous, Narcotics
Anonynous, etc.) in order to reinforce treatnment and
address rel ated problens (e.g., anger nanagenent).

13. Participates in the devel opnent, inplenentation,
eval uation, and nodification of program policies,
procedures, practices, case nmanagenment approaches,
curriculum and rehabilitative services by sharing
per spectives, experiences or know edge of substance abuse
treatnment nodalities.

14. Trains and orients new Substance Abuse Specialists and

provi des advice and assi stance to | ower |evel Substance
Abuse Speci ali sts.

SUBSTANCE ABUSE SPECI ALI ST V 3.426

Di stingui shing Characteristics:

Conpl exity: This class reflects responsibility for
pl anni ng, organi zi ng, supervising, and coordinating al
activities of an operational unit concerned with carrying out
t he day-to-day substance abuse treatnent prograns’ activities.
Responsibilities include defining unit/section objectives in
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accordance wth branch policies and priorities, devel opi ng
nmet hods and procedures to achi eve those objectives and
supervi sing one or nore positions at the Substance Abuse
Specialist IV |level.

Supervi sion Exercised: Positions in this class provide
full technical and adm nistrative supervision over a staff of
| oner | evel Substance Abuse Specialists, including one or nore
positions at the Substance Abuse Specialist IV |evel.

Supervi sion Received: Positions in this class receive
general supervision, and are given considerable latitude in
providing for the overall direction and supervision of
activities.

Ful | Perfornmance Knowl edge and Abilities: (Know edge and
abilities required for full performance in this class.)

Know edge of: In addition to the know edge required at the
|V I evel, conprehensive and t horough know edge of the
principles, nmethods and techni ques of substance abuse treatnent,
counsel ing, and case nanagenent, and the concepts and theories
whi ch are guides for their use; principles and practices of
ef fective supervision; and effective work organi zati on and staff
utilization.

Ability to: In addition to the abilities required at the
IV level, nmust have the ability to plan, assign, review and
eval uate the work of others; and organize, and coordi nate
operational activities.

Exanpl es of Duties: (Positions may not be assigned all of the
duties, nor do the exanples necessarily include all the duties
that may be assigned. The om ssion of specific statements does
not preclude managenment from assigning such duties if such
duties are a |logical assignnment for the position. The
classification of a position should not be based solely on the
exanpl es of duties perforned.)

1. Pl ans and adm nisters details necessary to acconplish
assigned functions in accordance with prescribed
gui del i nes.

2. Devel ops and i npl enents new or revised changes to
procedures and special instructions for non-routine or
conpl ex assignnents or to clarify established guidelines.
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10.

11.

12.

Advi ses subordi nates on objectives to be achi eved,

antici pated problens, new or revised policies, procedures
and rules to be foll owed, new or revised prograns,
functions, goals, and work requirenments or processes.

Hol ds regul arly schedul ed conferences with staff to review
cases and provide consultation on treatnent options, or
assists with difficult cases.

I nstructs subordinates in the application of newy
interpreted and revised rules and regul ati ons, and the
adoption of rules when deviations fromthese rules are
required to neet unusual circunstances.

Initiates or participates in the review and inprovenent of
wor k nmet hods, organi zational features, and the structuring
of positions to achieve efficient and econom cal
oper at i ons.

Prepares formal eval uation of enpl oyee performance by
appr ai si ng performance, explaining the basis for ratings,
areas in which inprovenents are needed and possi bl e net hods
of achi eving inprovenents.

Initiates personnel actions, e.g., recruitnment for vacant
positions, reallocation, reassignnment, and reports position
changes.

Schedul es vacation | eaves to ensure proper functioning of
operations, and approves | eave requests.

Hears and resol ves conpl aints of subordinates, referring
serious problenms to the supervisor with possible
recommended sol utions. Takes mnor disciplinary neasures
as deened necessary, reconmends action in nore serious
cases.

Provi des on-the-job training to enpl oyees, and recomends
and arranges for formal training as appropriate.

Periodically reviews position descriptions of subordinates
for currency and accuracy and reports changes to the
Personnel O fi ce.
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13.

Participates in and/ or perforns program devel opnent and
eval uation, policy review and reconmendati on, studies of
managenent, organi zation, staffing and other aspects
related to the substance abuse treatnent program



